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MEMORANDUM FOR: Executive Officer, DDA 


25X1 FROM: 
Chief, OTE Administration Division 


SUBJECT: Conference [sd an 
1. As you requested, we have tentatively scheduled a 
Oe aie cnchee( op Sapte 0 coher 


1981. Your conference has been assigned to the facility. 25X1 
Final confirmation will not be given until we reCéive your re- 
quirements and a list of attendees. (C) 

2. In order to give you the necessary support, we ask that 


you prepare a memorandum to the Chief, Administration Division, 
OTE, at least three weeks before the conference begins covering 
the following information. 


a. Full names of all attendees. 
b. Arrival and departure times at the or 25X1 


c. If any in your group will be driving, list 
the driver's name, the year and make of car, car 
license number, and state of registration. 


d. Special requirements such as computer 
support, projectors, viewgraphs, and logistical 
support. 


e. For budgetary purposes, your office FAN 
Account Number and Office Address. (C) 


3. Attendance at conferences by non-Agency guests must 
have the written approval of the Director of Training and 
Education at least 10 working days preceding the conference. 
For non-Agency participants, you must include the organization 
they represent _and indicate whether or not they have previously 

25X1 visited[ |] ~=Please remember that all non-Agency visitors 
must have a TOP SECRET clearance. (C) 
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4, The members of your party should be informed that the 
Student Recreation Building is off-limits at all times to 


persons attending conferences. Exceptions must be approved in 
advance by the Chief,[ CC) 


5. If any of your group will be 
requirements should be coordinated with OTE Logistics 
O revision i 
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igher priori placéd upon the 
OTE 


6. Your conference cuordiistor,|- is | can 
be reached on We hope your conterence will be 


a success, and we will do our part to assist you in any way we 
can. 


Approved For Release 2006/02/07 : CIA-RDP84B00890R000300080109-9 


CONFIDENTIAL 


25X1 


STAT 


25X1 
25X1 


25X1 


25X1 


25X1 


